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' MEMORANDIM 701

CFROM - Act ng Personnel Director

¥a

SUBJECT nev:.sea‘ 'r/o Format

1. The new T/O i‘or ' : will be published in a sonewhat :
different form from that used in the: pas’co This new format will provide
additional information which should be of value to your Office as well as
to the Personnel Office in facilitating the L'eeping of accurate personnel
records and processing of personnel actions. -

2. At such time as T/0's for all CIA oi‘.f'lces have been converbed
to the new system, revised procedures for the use of T/0 data for initiate
ing personnel actions will be published on an Agency-wide basis. In the .
int,erim,. the following *inatructlons will apply specifically to your Orfice:"

Re OrLaniza~jbna1 Structure: HNo change of - form Or uSe.

h o BN “ﬁsitmn T"Llesv The ~osition ',n‘w apr waas}u an 5«¢ HE
’ Wil ;.i,\trk f., mfidf“a,. Llasgiiiostion titic Lo L Lok 'J A d e ¥ S
regorus and documents. 4 Abbrevistions are u;ed for tb longer Litles
i wrder that spuace requirenents o various pﬁfemuhm¢ PBCGIUL Wl
formg may be met. Use the abbreviated titles as listed wo the /0
‘when preparing Personnel Action Renueats, Form 37-3; and Confidential
| Funds Personnel Action,’ Form 37~1. OSubstitute parentheses for the
%@%ﬁ o dash wherever tha latter appesrs in a T/0 title; for example: use
' Secretary (Steno), not Seeretary-Stenc.  The use of parentheses in
such cases 1is required by the Civil Service Commission; however, this
symbol cannot be printed by available tabulating equipment.
. e
. c. Orade: Tho Crade column has been expanded to include the
numerical Givil Service serics code applicable to the type of work
performed by incumbent of each position.. For example, the position
of Educational Specialist will be coded to the CS-1710 series: (Iduca=
tion and Training Seriesz). The series code will precede the numerical
grade of each position on the T/0 and -in the future, on all personnel
action requeuts, €ofoy bswl?lo 1.

d. Position Humber:

3
(1) TForm: (a) A aingle series of nuibers Jbeginning with
one will be assigned by the Personnel Office for each OrLdanH*
tional component equivalent 4o or higher than the office level;
(b) Yithin this series, numbers will be assigneéd in consecutive
“sroar to Lpdividual positiens authorized on the new T/0 without
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n number to ‘the first such

igning this same munber plus !
§92 <3 0 following addi= .

ple:.

Sample T/0
"8 Division

S RS o B o * Pos. Noo
.- .Intel. Officer ~ 0S=132.13 = '
“Intel. Officer . 0S<13212 . 125
Intel. Officer CGS-132-12° . 125,01
 Intel. Officer o GSel32 120 125,02
“Intel. fohcer . .G8el3212 - . 126

In the above T/0, positions identified by the basic number
2125 are identical to each other. Position 7126 is not
- identical to Z15 or decimals thersto and is, therefore, '
. assigned a separate number. When preparing personnel docu~
ments, indicate™position numbers of "A.I." positions by
using a decimal.point in lieu of the space appearing on
. the machine tun; (i.e., use 2125,01 instead of 2125 O1),

, (@) The pesition number will be used in the following

- manner to identify "block" jobs (jobs at lower grade than
T/0 authorization used temporarily for training purposes,
for hiring new efployees on a trial basis, or for assigrment
bf,gresent employeee when their qualifications or performance
are not sufficient for official assignment to the T/0 grade):

(1) The T/0 will indicate only the full grade
- authorized for each position as, for exauple:

Title orgle %27 Koo
Intel., Officer 0S=132 13 37

I recruitment or transfer action to this position (s

- effected at (5<172, the position number applicable for
personnel documentation is 237-12, Note. that the Lasic
position number is followed by a dash and the G5 or
CFC grade which the incumbent will hold. Uhen the in-
cumbent qualifies for anu is perforuin, the full Job,
he may be promoted to: GS«13 to position number 237.
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: b€ blocke
§ an a‘d(liitional‘ ident'i»cq; posit

‘Ditle . grede  GdoZ  poo o

 Intel. Officer  GS-132 3001

: Th_é pr_'bper positicn number to _be ﬁééd f'(;i- oécupancy at
:;r."\‘GS-lJ_’ is Z36.01-13, R »

»’ (L) A block [ob normally 18 in the same classie
' fication series as the basic Jjob. (A list of certain
v exeeptions for lower-graded clerical positions will be
© . proviged. Ses Attachment-1). If a lowergrade block
- Job i required in a different series, the basic Job
should be changed on the T/C to correspond. _

O AE) It will be used in numbering positions approved
‘on the T/0 at aultiple gradsg, for axample: o

T/0 Title Grale fMdOZ L.
‘Intel, Officer ' Gsel32 0/ 123

_ This situation is comparaile to the blogk Job problem

. Just discussed and will be hancled in the same manner. The
highest grade level recognized .n the T/0 will be considered
to b¥ identified by the positior number assigned. Ary lovwerw
crade levels utilized within the range provided will be

" 1dentified on personnel documentr by the basic Job number
followed by the grade used, for xample:

Intel. Ufficer GS=132 7. USE Pos. No. 2123-7

" T/0 designation for this position will require nc chLange
from GS-132 5/1L listed above, T

(g) The position number wil. be used at & later date
also as the recruitment reguest mmber to identify and contro!
personnel action requests involviip direct recruitnment.,
liowever, no change will be made ir existing procedures for
preparing and processing recrultmat requests at this time.
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